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L. REPRODUCTION {See Procedure Regulation Number [:::::::]

4. Authorization to Request Reproduction Services

In order to implement effectively the reproductlon program
for the Agency, each Office head will appoint an individual
or individuals, 3S=7 or above, 1o be responsitle to him for
the authorization of reproduction services. The names of
these authorized personc must be gubmitted in writiag to

the Chief, Administrative Services, who will also be informed
in writing of any subsequent changes in the nercons so
desimated,

Bs Process - Copies

The heavy demands upon cIk reproduction facilities make it
engentisl thet the persons suthorized to sign requests famil=
jsrize themselves with each type of reproduction service
availeble, the time required for each, and the relative cost,
so that the most efficient and econonical process will be
selected ond the number of copies to be reproduced kept to

& ainiminm,.

Co Submissior of Requests for Reproduction work

211 requests for reproduction work, when properly signéd, will
be submitted to the Chief, Reproduction Livision, Administrotive
Services Office, for processing.

D. Requests for Repreduction Equipment

Requests for all types of reproduction equipment will be
submitted thru the Chief, Reproduction Division, Administrative
Services Office, and the #dvisor for Management, with stalement
of justification.
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General Mescription of Services Available

Ihe Beproduction Division is a service set up and staffed with
technicians to handle and answer all questions and problems
concerning methods and processes of reproducing or duplicating
various types of materiel fer the entire Agency. In their general
classes, the following methods and processes of r:production are
avellables composing, drafting, offset printing, cutting, punching,
padding, perforating, binding, mimeographing, dittoing, graphotyping,
addresso;raphing, photostating, ozalid, color photography, photoe
graphie copying, photograshnic printing and enlerging, identification
photography, microfilming and mess production of photogrephic prints,

Submission and Processing of Requisitions for Reproduction Services

(1) Reproduction services can be obtained by filling cut Form 36-2,
"Reproduction Requisition® in triplicste (white, pink and blue).
This form lists the varigus services, and needs onl; to be
filled in by the regquesting office and signed by an authorized

25X1A eﬁﬂ.@ee of the office as set forth in CIA Regulation Number

(2) Upon arrival in the Reproduction Vivision, the request is
reviewed and assigned a job nmumber. The blue copy of the
requisition indicating the job mumber is then rcturned to
the initiating office. This copy will be kept until the
Jjob is completed and delivered so that reference concerning
the progress can be obtained by calling the Reproduction
Division (extension[ | and giving the job number that
has been assigned,

(3) At such time as the finished work is delivered to the requesting
office, the original of Form 36=2 will be signed in the 8pace
provided, evidencing receipt of the Job, and returned to the
Reproduction Division.

(i) Requests for reproduction of new or revised forms will be

forwerded to the Manajement Analysis Office for approval
prior tc submission to the Reproduction Division,

~AEFHHOTET
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ADMINISTRATIVE SERVICES
25X1A

1. REAL ESTATE AND CONSTRUCTION (See Procefurs Bsgulation . )
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1.

REAL ESTATE AND CORSTRUCTION
4. Aequisition of Real Fropesty
mfwmwmuumafmmmm

1)
parchase, lesse, persdt, snd construotion; requests f
rescvations, ﬁmmxé, Ixprovenents, snd umm;;c

of other than departmestal spece will be submitted in

memcrandun or on Form 36-7, "hequisition fer Suppld
Equipment or Service® in duplicate to Chisf, Adeinistea
iive Services, Attention: Eeel Estate snd Construction

DPivisiorn. Sueh requests shell contain the following:

{s) sApproval of respectivs office heed or his
designated representative. {Signature on
origiml only is rsquired,)

{b) Imdieation of preject or slictment '
£ por sgainat
?g::httz:t obligation, 4if x, P;r:li be charged.
;I Regulation n ;
Committos sotion is ired.) Joct Reviev

(¢) Deseription of requirement includirg purpos.
quantity and typs, locstion, period of cocun,

and other information sufficient for mmiig:g'

reviev or isplementation 2nd documentation for
record.

{4} Jegotdstions i1f any, whict have been taken :
to meking the n&qm;t. prior

{a) M&Mﬁ&mwx&‘%ﬁ%%m&

in the requssting office, to be contacted by
iMduinistrative Services in copnection ‘dthh{hs
recquirerent,

8. Assigoment, Relemse, or Exehangs of Spuce

(1) BRequests for the asaigement, rel ; il
_ " 8ase, oF exchungs of upece
:.111 be thrin duplicats memorwndum or Fore 4o, 36=7,
Requisition for Supplies, Equipment or Services,” to Chief,
idministrative Services, Attention: Heal Estate and Cone

struction Diviston. Such requests ahall sontain the
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CEETRAL INTELLIGENCE BOEECY PROCEDURE REGUIATION siMBE: T

{a) Ssme as i(1)a) above.
{b) cesntity, type, and looation of apece Snvolved.
(o) Date space tc be released will be svailsble,

(d) Desired date of assignment or exchange of spaoe.

(e} Justificetion for sgalgment, releass, or
axchange, the nuaber of persoanel
involved end other informstion sufficlent for
ilntsllligent dimposition of request.

Ce Procuresert of Utilities

{1} Hequests for &ll utilities, with the excepiion of those
required i bulldings controlled by the Genersl Services
idmdndstration end telephone and teletype service in the
departmental eres (Jes CIA Hegulation do. s W11
be subkitied in memorspdum or on Form lu. 8i-
tion for 3@;:11 Epedpnant or Services,™ S.n énpliut-e
to the Chlel, idministrstive lervices, /ttentiom leal
Estate and Conestruction Divigicn.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030128-8
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CENTRAL IBTELIITNCT ANTRCY PROULATICN BUMPFR

2. RTINTNG SATNTRNANCE MMM UTTITTTFS « DFRIRTWFNTAL ARFA (Also see Procedure
j*]
egnlation Moo [} opyqa

#, Maintenance ofand Alterations to Bulldings Rssigned to or Leased by CiA,

(1) A1l requests for renovitions, installstions, and reimbursable
maintenance services recuired in btuildings assigned to or leaced
hy '72 will be made te the Chief, Aduinistrative Services.

{2) Requests for maintenance services of & non-reimbursable nature
may be submitted to the Building Services Ufficer by telephone
or as otherwise approprizte,

Fe oves

Hecueata for moving of o "ices or other activities will be mazde 1in
writing to the Chief, 4duinistrative Services.

C. Parking Spaces

{1} Allotments of parking spaces will be made in blocks by Lhe Chief,
tdminis=trative Services, to (7A activities for reassignmsnt to
individual employses, Office heads will report to the Administra-
tive Sepvices Uffice the assignment of parking spscee to individuals,

(2} The sdmipistrative Jervices Office is yesponeible for the
inanection and polleing of parking areas.

'y  Talephone and Teletype Service

(1) Requests for telephone znd teletype services will be msde to
the Chief, Admini-trative Services, in writinr, A minimum
period of three days for change or initial installstion of
telephone service is reguired,

{(2) Requests to utility compsnies for telephone ¢nd telstype services
within the ®ashington arca will be made only by the Administrutive
Services Office,
E. Cafeterins
The idministrstiwe Services Office is responsible for llsiscon with
“everpment lervices, inc., in cronection with cafeteriass operated by

t-at crgsnizstion in C7A bulldings, vYuprestions er complainte in
ernnectirr with these cateterias will be made to this office.

—}-

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030128-8



Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030128-8
25X1A

CTWTRAL INTELLINFNCF 20ENCY RTONLATTONS UL |

S —

25X1

¥,

G,

Imstallation of Hot Plates

(1)

(2)

(3)

Hot plates may mot be used in €7/ buildinps without the prior written
aoproval of the Chief, Adminietrztive Services,

Ne fands are ava’lahle to orovide adequate protective install-tions

at government expense for nonehazardrus kot plate use, Jhere is ro

objection, however, to providing a ressopable mmber of such installa-

tions 2t the exvense of the users, acoroximntely £15,00 per installation,

The Chief, idministrative Services, is charged with the proper

snforeement of this Regulation,

Reporting of fecidents Invelvine Pereonal Injuries and Ypoperty Damage
to the Fublie Buildings Service.

(1}

(2)

Quoted below iz a memorandum rec:ived from the Office of Buildings
Henaeament, “gblic Buildines Service, General Services Zdainistrations

HOTRIRNT:  Reporte of Accidente Involving Tersonal
Injuries and Property Usmape

"Since the enactment of the Federal Tort Claims fct, a number of
claims have been filed with the Public Buildinge Service covering
pergenal injuries allegedly due to accidents occurrine in buildings
which we opcrate and maintein, Investigztions have disclosed thst
meny of the alleped sccidents were reported to the Chisf Clerk or
other Administrative officer of the Agency housed in the bullding,
mt were not reported te the Gusrd Uf ice or to the Buildinp Super-
intenderi’s Office, :

"The ‘'ublic Ruilding Service ls res.onsible, in most caces, for
consideration of these elaims, Ve wenld appreciate your cooperation,
therafore, in directing your representatives, hoth in the Metropolitan
trea of ¥ashinpton | to report all accidents involving
property dsmage and personal injury occcurring within buildings opersted
and maintained by the Public Buildings fervice to the Buildine Super-
intendent's Office of to the fuard Ofice. Such reports should be
made s promptly ar possible so that a full investigation may be made
while the facts are still fresh in the minds of the witnesces and the
evidence is sti{ll 2t hand.®

211 secidents invelvine property dsmupe or personal injuries occourring
within buildings used by CI2 in #nshington | [will be
immedistely reported in writing to the Chief, Administrative Services,
for forwarding ‘o the Publie Buildinegs Service,

- 2 -
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0, BITIVIFS CarTHPFRENLY AN STTITTYES - U e PRTRYHIAT PREACE
5, Mierstions o2rd Inrtallst ope in i/ Hoildings

{1} BRerqurste Tor alteratioms ard jpetatlations ir ‘wiildirgs aseigped
trn er leared by CIK within tre depurtmentel are:, willte submitied
o gutiordised of eialy to the Chief, Administra ive Services, o°n
Fops 0. 36=7, Meguisition Por Supplies, ¥oulpwent or —ervice”,
or by semorsndum ip duplicate, HHgpat re ie required on the
originral only,

(2} "egqueste shouli contain specific irfermetion crd jusbifi cation =8
to the tyna of service required and should be augmented with draw-
inge or ckstehes 17 prrcoticeble. Fergomnel Lo be crptaced in
regard te the work sheull also be indlcated. The Bullding
¥al ntenance ard tilities Division, fdministrative Services Uf'ice,
will provide comp tent engincers when rogiired ant will sssist
in tre olsmnine of any nroject’if desirable.

{3} Reguests imvolving the physical security cf an area will be
forvarded t tne 1750 for recommendaticns or approval prior teo
action by the ldminiztrative ~ervices frice, _ »

{4} The Building ¥aintenance an! 'tilities ‘Svision will forward to
the requesting of Tice twn orpies of the work order subsitted to the
fen-ral Services Sduinistration for the work to he performed, ‘ne
copy of each sach work order Hrsdli be certified and rsturned to
the Puildime Naintenance and Jtilitles Division alter completion
of the preoject. A

B, BHuilding deintenunce lervices

{1} 4aintemance services msy be obtsined from the Building forvices
offieer nv telsphone or ss otherwise spproprizte. Ihig service
congiste of noperelmbursablo recuests such ar tre replscesent
of lirht bulbs, broker «teps, broken window plass, lincleus,
Joeks ani w ndows or doors, #t¢. 4he Buililng “ervices (i icey
w411 ret be contactsd ip rerart to alterations, instslleiicons,
or requests requirins reimburseszent by Cia,

. Uffice ant Equipment Yoves

{1} Requests for of “ice or equirment moves vill be submitted on form
Yo, 36=7 or by memoranduz in duplicate to the Tuilding daintenance

Approved For Release 2003/03/06 iClA-RDP54-00177A000200030128-8
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(2)

(3)

and Utilities Division, Administrative Services 0ffice, Information
regarding buildings and rooms from and to which moves are desired,
nunber of personnel and telenhone chances involved, quantities of
safes and other heavy equipment to be moved, ani other pertinent
information should be indicated on such reguests,

Requests for moves should be forwarded to the Building Maintenance

and Utilities Mvision as far in advance as poprible, ss normally

& minimum of three days is required to arrange for moving services,

Moving boxes and identific-tion tars fop furniture can be obteined
by telephoning the Building Maintenance and Utilities Division,
?xtension[::%%:] :

Parkine Spaces

(1)

(2)

(3}

(k)

(5)

The Chief, Administrative Services, allots parking spaces to CIf
Offices on the basis of personnel strength, Thege parking gpaces
are assirmed in blocks of pumb-rs on lots adjacent to the building
in which the particular Office isg located, if possibie,

Parking stickers are issued for each aassigned space, ani duplicate
ctickers are obta’nable upon wrltten request for drivers in car
pools, Such stickers will bs displayed on the windshields of alil
cars parked in assigned parkine spaces.

Emplovees desiring parking 8pacas will apply for same to their
respective Administrative Officer,

Office heads will report to the Administrative Services Uffice
the individual parking space assigmments made, piving the name
and telephone extens’on of tmbloyee, mumber and location of space,
snd the year, mske, model and license mmher of the vehicle in
each instance,

CiA employess who have rot been agsigned parking epaces should
not park in Ci4 parkine spaces, Also, the guadrangle in frent
of the Administration Building is reserved for visitors to the
Administration Aullding area, and the parking spaces in this
area should not be used for any other purpose, inanthorized
parkine in official CIA parking spaces will be reported to the
Cffices to which the offenders are assipned for administrative
action 25 deemsd appropriste,

-2~

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030128-8



Approved For Releasemmom 77A000200030128-8
25X1A

CFYTRAT, INTEFLLICENCE AGFNCY REGUL:TION PROCEDURF. REGULATION NUMBFR | |

E. Telephone and Teletype Service

{1) Requests Tor telephone services will be directed tc the Adminisirative
Sepvices Office by memorandum or Form No. 36=7 in duplicate,
indicating the trpe of service desired, the buildineg and rooms in
which service is to be located, and the individval to be contacted
for detsils concerning the request, The Chief, Telephone Branch
will upon receipt of sanme, copduct such surveys a: required and
datermine the type of installation most economical and hest suited
. for sdequate service,

| {2) BRegquests for telatypzm;:§§355% will be prspared ir the same manner,;
but roated teo the Cor Yvislon, ON0 for approvel prior to suhmission
to the fdministrative Services Office for procurement of the gorvice.

F, Hot Flates

(1) Hot plates or coffee makers are considered to be personal cone
veniancag and therofore the expenditure of goverpment funds for
inctallation of same, which must be done in accordance with zafety
codes, carnot be permitted.

(2) Requests for hot plote installations at the sxpense of the usecrs
may be made in writing to the Chief, Adninistrative Services.
Upon approval, the Pullding Baintenance and Utilities Division will
obtain an estimated cost from the Deneral Services fdministration,
at which time ar agreement will be signed by the roquestor certifying
that nayment will be made by certifiod check or eash upon demand pon
completion of the jmctallation, Upon receipt of such agreencnt, the
Building ¥aintensnce and Ugi11ties Division shall submit a work
request to the Oeneral Services Administrntion, »ho will make a
check of the power circuit for capacity, and install a specigl
wall receptacle snd a fireproof base for the nhot plate umit. ipon
receint of the voucher from the Oenersl Cervices Administration
jpdieating the actual cost of the installation, payment will be
requested from the requestor and turned over to the Finance Cffice
for submission to the Treasury Department,

- -3 -
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